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1 Introduction

This guide explains step by step the process involved in retiring equipment (including equipment related to
fixed assets), the use of the Functional Locations for the impairment of building sub-components (to
which the Sub-component Fixed Asset record is linked), and items from inventory.

When items of equipment have been identified for retirement (reference ST/AI/2015/4) they must be
retired, using a Service Notification in Umoja, as the mechanism to help manage and track the process from
retirement request to the eventual disposal of the items via the agreed method detailed in the retirement
case when required (e.g. donation, sales, cannibalisation, part exchange).

Notes:

e This guide does not include the sales process in cases where the equipment is sold or donated.

e  This guide does not cover the process (retirement) needed to be undertaken by the fixed asset
accountant (please refer to Fixed Assets Job Aids 4.1 and 4.2).

e  This guide does not include the retirement of incorrectly created equipment records, a separate
Job Aid will be published.

2 Trigger
Perform this procedure when you need to retire/dispose of one or more items of equipment, also perform
this procedure when you need to impair building sub-components.

3 Roles involved

SD09- Disposal Planner. Creates the retirement/disposal notification, updates the status of the notification
and closes the notification. Also, liaises with the other roles involved in the process, where necessary
relevant Equipment Master Data Maintainer, Asset Accountant, Write-off Approver and Property Survey
Board.

SD02- Notification Approver: Approves the notification.

SDO1- Notification User: The notification user may create the original retirement/disposal notification, this
post approval then being administered by the Disposal Planner (SD09) with the relevant business unit.

SD.10: Services Delivery Equipment Master Data Maintainer & SD.11: Services Delivery Equipment
Master Data Maintainer Local - Maintain and modify equipment data record including deactivation of
equipment.

4 Prerequisites

Records to be retired/disposed have to be identified.

5 Transaction Codes
IW51: Creation of the Notification
IW52: Update of Notification IE05: Modify and deactivate equipment record

ZPMEQUICHANGE: Mass Change of Equipment Records
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6 Creation of Retirement/disposal Notification

The SD0O1-Notification User or SD09-Disposal Planner creates the notification with the basic information
including the tasks.

In order to facilitate the creation of the Notification you must use a reference template for your entity which
includes all the possible tasks/assignments that need to be made. Tasks that are NOT required can be
deleted; this activity is the responsibility of the Disposal Planner who should be aware of the policy, the point
of approval by the Designated Authoriser, and the framework for the management of fixed assets.

If you are retiring/disposing of multiple equipment records or inventory items within the same case, a single
notification can be created with an attachment detailing all the Equipment/Inventory records within the
retirement/disposal case. Each equipment record should be updated with reference to the notification
number so as to establish and maintain the link between related equipment and notification.

Note: For FIXED ASSET (FA) related equipment records a separate notification is required for EACH FA
record, as this is how the Fixed Asset Management Officer/Asset Manager will recognize that the
notification is “solely” asset related.
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The diagram above shows the Asset De-recognition point within the retirement/disposal process.
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6.1 Transaction Code for Notification Creation: IW51

= Menu Edit Favorites Extras System Help w
0[1w51| vj« @ 2HBE HDHOLHH DB 08

SAP Easy Access
QE & s v a

~ [Es Favorites

* ¥ Session Manager Menu Tree Display
~* &= SAP menu

» [ office

» BB Cross-Application Components

» [13 Organization

» [ Logistics

» 3 Accounting

» [23 Human Resources

» [ Information Systems

» [ Took

+ [0 webClent UI Framework

-
» [3 structural Authorization l ' ' [ ] a
» 23 Umoja Information System -

5,

[SAP P P1IE(1) 100 ™ | unsappleapp2 INS

Important: Select Notification type “PW”, ensure the P1 or PV is NOT used.

In the reference, include the reference number of the TEMPLATE notification created for the entity in
guestion. These are given in Appendix A.

= Service notification Edt Goto Extras Enyronment System Help

o r| = ece SR em
Create Service Notification: Initial Screen
Notification

Notification type W

Notffication

Reference

Notification [mooham :a

Create Service Notification: Initial Screen

Notification [ Notification type (1) 8 Entries found

-~ Restrictions
—
Motification type | |§|

Motification | Typ Notification type
P1 Maint/Serv Request
| Reference | PV Phys. Verification

PW | WO/Disp/Impairmt Req |

Motification
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The create screen is then displayed:

= Service notification Edit Goto Extras Enyronment System Help w
@ rl«d eqe = A8 o=
Create Service Notification: WO/Disp/Impairmt Req
& WD W &8 Sratner =] T7 &1 55 Organzation... Contract selection

Notfication 100000000001 -,uu.,: Disposal notification template " * Action box
Notific. Status  [OSNO OSTS ROCR %] + [3 send emai

Serv.order | | saesord. | o

__ Notification | Location data | Items | Tasks | Actiities | Sales

Reference object

Functional loc. E

Equipment E’

Assembly

Subject

Coding UNWRTOEF| [NO1| Surplus A

Description CHOO Disposal notification template®====

[
Ttem -
Object part |E -
“» “r»
sapd b PIE(1) 100 *  unsappleapp2 ' INS =

In the first tab, “Notification”, complete the following information:

6.2 Equipment Number

Include the ID of the equipment (if there are multiple records including non-equipment records for
inventory disposal) for retirement/disposal, attach the list to the notification and indicate within the
notification notes area. Remember that any Fixed Assets Must have an individual notification.

6.3 Coding
The template notification is defaulted to “surplus”. From the coding dropdown select a category that
matches the case description.
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7 Impairing Building Components

For the impairment of building components it needs to be understood which of the building
subcomponents is to be impaired. This should be undertaken with the Asset Accountant prior to creating
the notification.

Within the notification, reference the functional location of the building subcomponent. If you are unsure
as to how to obtain this reference number run transaction code IHO1 and input your Plant (facility) number
(e.g. Nairobi — KEOO , New York — US00, Geneva — CHOO) and drill down through the building structure to
find the desired functional location.

“unctional loc. KEDO Valid From 11.04.2016
Description UM Office at Mairobi
g KEOD UN Office at Nairobi & % |
* & 200678 UMON, Gigiri, Nairobi, Kenya @ﬁ' £
~ g%  200678.001 Block A a %
0 @@ 200678.001.01 Block & Ground Floor
o @@ 200678.001.02 Block & Top Floor
* @ 200678.001.EX.EC Block A-Exterior-EC
U ﬁ]ﬁ] 200678.001.EX.FB Block A-Exterior-FB
U ﬁ]ﬁ] 200678.001.EX.55 Block A-Exterior-5S5
J @"__'-ﬂ 200678.001.IN.IC Block A-Interior-IC
o @'@ 200678.001.RF.RF Block A-Roofing-RF
U @'@ 200678.001.5V.C5 Block A-Services-C5
U ﬁ]ﬁl 200678.001.|Functional Loc. Block A-Services-EL
U ﬁ]ﬁ] 200678.001. Block A-Services-F
0 @@ 200678.001.5V.HV Block A-Services-HV
© an 200678.001.5V.FB Block A-Services-FB

The format of the building component functional location is given below

*EX.FB Foundations & Basements
Exterior *EX.SS Superstructure
*EXEC Exterior Closure
Roofing * RF.RF Roofing
Interior *IN.IC Interior construction, staircases & finishes
*8V.CS Conveying systems
* SV.PB Plumbing
Services * SV.HV HVAC
*SV.F Fire Protection
* SV.EL Electrical & low-voltage systems

* Denotes the higher level building AOID e.g. 100000.001.EX.FB

Note: PKO and SPM do not componentise buildings. As such impairment will be at the functional location
level that represents the actual building.
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In the example below the building component to be impaired is the exterior of Block X within the Gigiri

Complex Nairobi;
200678.023.EX.EX

The functional location description is then displayed, navigate to the Organization tab and note the asset
number in respect to the building component has been populated.

If there is no asset number populated/filled, determine with the fixed asset accountant if this is the correct
building component.

Create Service Notification: WO/ Disp/Impairmt Req
@ dﬁ? t :@ %@ @Partner =1 @ % Organization...  Contract selection

Notification £00000000001 |BW Write off Buiding Component 3
Notific. Status  |OSNO [ =ace

Serv.order | Sales ord. |

Notffication | Location data - Items | Tasks | Actwiies | Sales

Reference object

Functional loc. 200678.023.EX.EC | Block ¥-Exterior-EC E
Equipment 5{5
Assemhbby

| Subject
Coding ‘mmwrToFF| [tm02| Obsolescence
Description Write off Building Component

&

H 15.03.2016 20:06:06 Dorji Wangmo (DWANGM

Impairment of Building Ccmpcn«ént 200678.023.EX.EC |

Create Service Notification: WO/ Disp/Impairmt Req
éﬁi @ m e@ @Partner E_;| ? % QOrganization... Contract selection

Motification £00000000001 E[’wma off Building Component
Motffic. Status  |OSNO RQCR

Serv.order Sales ord.

Motification Location data } Items | Tasks | Activities | Sales

Location data

MaintPlant E00| UN Office at Nairobi

Location

Room

Plant section

Work center

ABC indicator c] Less Critical

Sort field

Sales and distribution
Sales Org.

Distr. Channel
Division

Account assignment

jons Lo yarc
Asset 1200001745 |/ |1 Block X-Exterior-EC I

— —
Business Area 5300] UN Office at Nairobi
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From this point on the impairment process is similar to equipment so steps in sections 8 to 17 should be followed.

8 Enterdetailed Description

In the “Description” field enter a short description for the retirement/disposal case, and further describe in
the large "white” long text box. If multiple equipment records are included in the notification, include a
reference to the list of equipment records, and ensure this is attached to the notification.

= Service notffication Edt Goto Extras Enyironment System Help
L/ v| « eqce = SR e=
Create Service Notification: WO/ Disp/Impairmt Req

& WD 28 Seatmer =] 77 Z1 B8 Organzation... Contract selection
Notfication 4000000000017 DISPOSAL OF ECLAC LAPTOPS 2
Notific. Status  [0SNO 05TS [i][mace 7
| Serv.order _ seksord. |

| Location data  Items | Tasks . Actwities  Sales |

Reference object

Functional loc. |E
Equipment 10000012 |‘E
Assembly
Subject
Coding UNWRTOFE| (UNO1| Surplus [E)
Description ENTER TITLE HERE
ENTER detailed description here Q
For multiple equipment records, enter the full list here] =
L J
Item
Object part )

Then Scroll down and complete:

- Priority

- Dates - Leave the Start date (defaults to current date) and indicate a “target” end date for the
completion of the notification

- Planner group — The template defaults to planner group “010” (generic) and your retirement
/disposal plant (e.g. KEOO or CHOO). IF you have a specific planner group then change accordingly
(e.g. FOO or CO0) otherwise leave as “010”.

Execution

Priority ¥ | Effect | IBreakdown H
Req. start 19.12.2015)|17:39:01 Required End 31.12.2015/00:00:00
Malfunct. start 189.12.2015)|17:39:01 Malfunct.end D jI:EIEI:EIEI
Main WorkCtr i/

Planner group 010 7 [¥E00| General

Department resp  |20000004 DM

Person respons. 511405 Paul Wilson HOLDEN @

Sales area BRI Sales Office Sales Group [

Disposal Planner Only: Select your department and enter/search for your name/index number (this helps
from a reporting perspective).
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9 Location Data Tab

9.1 Account Assignment Information

If an equipment record has been selected, the values will be defaulted into the Account Assignment Section.

If they are not then the information for Business Area and Cost Centre data (for Notification approval
purposes), needs to be populated. Do not change any data if the Equipment is related to a fixed asset as
the information should be defaulted from the Fixed Asset Record.

Include the correct Maintenance Plant (e.g. KEOO or CHOO)
The rest of the fields within the section of the notification are currently not used.

Account assignment

Company Code 1000| United Mations Mew York
Asset !
Business Area 5300| UN Office at Mairobi
Cost Center 114739 DPI UMNIC Mairobi CO Area 1000
WBS Element
SettlementOrder

9.2  Review of Asset Record
If this case is for a Fixed Asset or Building Component/sub-component, then make sure Asset Number is

shown in the Account Assignment area, and check/verify that only one Equipment Record is linked to only
one Asset Record.

Create Service Notification: WO/Disp/Impairmt Req
& o N Sraner ST B | Organistion... Contract selection
Notification $00000000001 PW[lv.fr'rte off Building Component @l
Notfic. Status  |OSNO [Hrecz Y|

Serv.order | | Sales ord. |
Notification /" Location data | Items | Tasks | Activities | Sales

Location data

MaintPlant KEOO UN Office at Mairobi
Location

Room

Plant section

‘Work center

ABC indicator C Less Critical

Sort field

Sales and distribution
Sales Org.
Distr. Channel

Division

Account assignment

Company Code 1000| United Mations New York

Asset 1200001745 |/ |1 Block X-Exterior-EC

Business Area 3300 UN Office at Nairobi

Cost Center CO Area 1000
'WBS Element
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10 Task Tab

Skip the item tab and select the Task tab. This section is prepopulated with a number of tasks relevant to
all disposal cases. The DISPOSAL PLANNER should delete the tasks not relevant to the case being prepared
(AW, A, SB).

Note: The DISPOSAL PLANNER can indicate certain task responsibilities and planned dates within this area.
It is important when the Notification gets to the “approval step”, by the Designated Official, that the
EXACT date when it is approved is indicated so the asset can be derecognized correctly. This is a trigger,
when notifications are asset related, for the Asset Accountant to process the Fixed Asset accordingly. The
date of the Designated Official’s approval has to be the actual date of approval, as this date is used as the
actual Fixed Asset Retirement Date, and thus affects financial posting.

To delete a redundant process task, select the row clicking at the left, and then click in the delete icon.

Notification 200000000001 || W) <plant>Disposal notification template |
Notific. Status OSNO 05TS @J RQCR lﬁ]

Serv.order Sales ord.

Notification " Location data | Items . Tasks } Activities - Sales

Mo. Code gr... Ta... Task code text Task text T... Status User Status | Task processor Respo
1 TUNGENRC 001 Generic Task Attach Equipment List [ [3]T505 Person respo. ¥
2 UNGENRC 001 Generic Task Send email to dept appr.. TSDS Person respo. ¥
3 UNGENEC 001 Generic Task Instruct Logistics to ver'rf...TSDS Peraon respo. ¥
4 UNGENRC 001 Generic Task Transfer Eqt to warehuu...TSDS Person respo.. ¥
5 UNGENRC 001 Generic Task Create/enrich case TSDS Person respo. ¥
& UNGENEC 001 Generic Task Notify Secretary of LPSB TSDS Peraon respo. ¥
7 TWDISE  UNOO0 Convene Property survey.LPSB Meeting TSDS Person respo. ¥
8 UNDISF UNOO Convene Property survey.Attach approved minute.. TSDS Person respo. ¥
9 UNGENRC (001 Generic Task attach approval from De.. TSDS Person respo. ¥
10 UNGENRC 001 Generic Task FA Man.Cff. to Derecugn..TSDS Person respo.. ¥
11 UNGENRC 001 Generic Task Subrmit to HPSB ([2|tsos Person respo. ¥
12 UNGENRC 001 Generic Task Approve by Controller/A . TSDS Person respo. ¥
13 UNGENRC 001 Generic Task Proceed with disposal TSDS Person respo.. ¥
(NGENRC 001 Generic Task Send emal to PMU 2 ]sos Person respo. ¥
d b
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Disposal planner can tailor notification to specific requirements by removal of not required task(s). Once you
have deleted not required tasks, you can save the notification.

Once the notification is saved, you should receive a note at the bottom of the screen saying
“Notification 1000XXXX has been created”

Note: For disposal by sale the “sale” tab will need to be completed, prior to the item(s) being
sold. Once completed, clicking the “Sales Order” button will AUTOMATICALLY create a sales
order from the notification (See separate Job Aid on how to proceed)

11 Update Equipment records (update status and include notification ID)

The equipment status needs to be changed to reflect that the equipment is included in a
retirement/disposal notification and to include the notification ID in the equipment record(s), for
ease of identification.

Note: For the building components there will be NO equipment status to update
The Equipment Statuses commonly used in the Write-off and Disposal processes are:

- WRPR Retirement/disposal in Process — This is the status that should be set at
the time of notification creation.
- EQSL Sale Disposal Method — Set if this method is detailed in Disposal case post
notification approval; i.e. when the notification status is “DINP”, Disposal in
Process.
- EQCB Cannibalization Disposal Method- Set if this method is detailed in Disposal
case post notification approval; i.e. when the notification status is “DINP”,
Disposal in Process.
- EQDE Destruction Disposal Method- Set if this method is detailed in Disposal case post
notification approval; i.e. when the notification status is “DINP”, Disposal in Process.
- EQDN Donation Disposal Method- Set if this method is detailed in Disposal case post
notification approval; i.e. when the notification status is “DINP”, Disposal in Process.
- EQTI Trade-In Disposal Method- Set if this method is detailed in Disposal case post
notification approval; i.e. when the notification status is “DINP”, Disposal in Process.
- EQNR Disposal not required — Set in cases when property is not available for disposal
such as theft or lost.

Within the “inventory” number on the equipment record indicate the notification number.

The equipment record may be installed and returned to the warehouse (where it may either be
installed to the warehouse location or treated as inventory), or disposed of from its current
location. The assignment to an individual should also be removed at the point of inclusion on a
disposal notification.

If there are multiple equipment records, within the disposal case to be changed, the “Mass
Equipment Update” Job Aid should be referenced.

The following describes how a single piece of equipment is changed to reflect the initial status
required at notification outset.

Enter IE02 in the Command field to Change Equipment. Click the Enter icon and enter the ID of the
equipment to be updated.
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LV rdEH Caa 5B

Change Equipment : Initial Screen

Equipment :'_10003430

]

Click the Status icon next to the Status field to change the equipment status. In the pop-up
window select the WRPR — Retirement/disposal in Process radio button. Click the Back icon

Change Equipment : General Data

=] & 5n Clss overview  Measuring points/counters

Equipment 110008430 | category [ UN Owned Serialzed
Description [MOTOR VEHICLE NISSAN [Z| [Z item.note|
Status [avLB [ (]

Valid From l06.05.2014| valid To 131.12.9999|

Sebata | P...| [{/[*][E]

General | Location | Organization | Structure | Waranty |

= Extras Edit Goto  System  Help

1 *dBIC@@ CHE Do EE @I
Change Status

Equipment [tooosazo | Category [ UN Owned Serialized

Description MOTOR VEHICLE NISSAN

Status } ‘Business processes

System status Status with status no.
Stat Text No Stat Text
[7] AVLB Avaiable [ © & Eosm Equipment Surplus L)
|@| () 7 EQRT Equipment Reserved

) 8 EQIT In Transit

r.1

&) 9 WRER Write off in Process
() 10 EQSL Sale Disposal Method

Status w/o status no.

Then, in the general tab, enter the notification number in the Inventory No field:
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Equipment 10000098 Category [ UN Owned Serialized
Description |DESKTOP COMPUTER '
Status ImsT [EQas &)
Valid From 26.05.2015 Valid To 31.12.9993
General | Location | Organzation | Structure | Warranty | SerData | P...
| General data |
Class
Object type 43000000 IT,Broacast, Telecom
AuthorizGroup [zos | unAKRT
Weight 0,000 1 Size/dimension
Inventory no. Motification No. Here= 'I Start-up date ]
| Reference data
AcguistnValue  |550.00 |usp | Acguistion date  |01.01.1900

Example how link is established

[ .| Display Service Notification: WO,/ Disp/Impairmt Ruq.
8T e B L Bssous | orgeneoom,.
[ T | iy

I-.\:m:amn LE0000EE A E
Hatifc, - ]
_;4 i | lottondats o Thes ¢ Taske ¢ Actwitles | Sake

Faferente object

Functiond loc. = UN-HABITAT Dffice in KABLL, Afghanistan i

Equiprmen I |10023728 MOTOR VEHIOLE TOYOTA )

U .|| Display Equipment : General Data |

1 8% 4% clis overview  Measurng points/counters

Efquipment ] Categary :i UN Owmed Sergieed
Drescripton S E.

Status ST [weer

Vsbd Fram 12.05.2015 Vaid To [31.12. 9389

_,thm | Crpangston | Soudune | Wamany  § Sediaa ¢ Pl

Ganeral data

Ot 5

Chiect hps 25100000 Motor vefices
fzoe | uUMHABITAT

AuthormGraup

Siefdmension
Irvantory nao. lLpoo00z: Start-up dzta

Important: Note that notification under the Inventory no. should be entered as the Notification eight digit
number without any prefix.
If the equipment is to be returned to the warehouse then either:

e Install in the equipment within the warehouse location functional location

e Return the equipment into the warehouse as inventory (used split valuation type used).
[Note the Equipment requires a material master to be associated to be returned to
inventory. The equipment MUST be completely uninstalled from its productive functional
location if “return to inventory” is used].
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12 Uninstall or change a functional location
Select the structure tab.

General | location | Organization /(Structure | ‘Warranty | Serbama 1 p... [|[+][2]

[E Change Equipment Installation Location

| Structuring

: : = Functionalloc. (201283 | ***UNDSS Field Office - Israel West ..
Functional loc 201283 e
Description ***NDSS Field Office - Israel West Bank

Postion
i 1

Superord.Equip. Inst/DismTime
Description
Position
Techldentio. DSS-FIELD-0307

- 1
ConstType (]| pisrmentie || Dism. w. DataTransfer | Change instaliation position ]@

=
Select the icon, and then dismantle.

Either insert a new functional location, or leave blank (if returning to inventory).

[ Change Equipment Installation Location x

Functional loc. 1 | |
|

[

Superord .Equip.
Pasition

: . 22 n=2 2n17]
Inst/ DismTime 23.03.2017|(14:44:40

7). - Tt )]

Then select _—— to accept the change made.

13 Change Partner Assignment

To remove any assigned users select the icon at the top of the screen.
Change Equipment: Partners

& SupFunctLoc partner

. Momeer 1 .
Equipment 10109944 Category u UN Owned Serilized
Description [TOYOTA LAND CRUISER |
Status [mac nsT |[EqDn
Partner Qverview
Funct Partner MName A Address Name
=L s =
User Accountable ¥ 2000060006 Osman YSA Osman YSA, Phnom Penh, , , YSA User Accoun l
—————
)
['&4 Partner

Select the user to be removed from the Equipment record and select the icon.

Save the equipment record

Note: If the equipment is to be taken back in to inventory reference the job aid “returning equipment to
inventory”.
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14 Approval and release of the Notification

Although the Notification approver can run a notification report based on a cost centre to select outstanding
notifications for Approval, it is recommended that an email be sent to the approver from within the
notification by the Disposal Planner.

14.1 T-code IW52 and enter the Notification ID

[& Service notfiation Edt Goto Extras Enyronment System  Hebp

[ v| « eqe 0 0N
Change Service Notification: Initial Screen
Notification

Notification :mooms’\ :IJ

& D N L Seamer =1 T T 51 Ds Dastatus Organization...  Contract selection

Notification 10000070 Artion hoy

| <plant>Disy tion templat
s
Notific. Status OSNO 0STS
Serv.order Sales ord.
.+ Notifiction | Location data | Items | Tasks | Actvities | Sales _

Reference object

Functional loc.

FAED

Equipment

14.2 Email Notification
Select the email and type in a message for the approver.

Change Document: MESSAGE Language EN

ur L# & Pk Insert Line Format Page

B T R VR T Py S S . T R T S -
* Please review and approve tis disposal notification.
Please comment on approval or if a further supporting documentation is

=
Efquired in the LONG TEXT panel within the nntificatiud

After message completion select ﬁ icon to indicate the email address (note: you will be prompted to
save the message).
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T = th

Title: |E-mail, fax Notification 000010000070 '
| MNote for recipient

HDE RE) i

Please Review

| L1, cot
_/Reci::ient | Trans options |
EENEES
Recipient Recip. type b [E] EI Sel...
Paul Holden OO0
HOLDENP@UN.ORG via Internet ~ 00 0[]

Notice the notification number is defaulted into the title of the mail.
Add internal/external (internet) email addresses of the approver and select send.

Note: Although there is a “notes” section on this screen. The note received by the approver will be based
on the message entered upon the selection of the email request, NOT this one.

In the above case the email notification will be sent to the approvers:

- SAP mailbox
@ LY ELE) ELE EAEL BN FELEFLE
Inbox
Class | Title Date rece|, _' Author Atta | Stat
=] Cannot be sent: E-mai, fax Notificatio., 19.12.2015 Paul Holden T
=] 'E-mai, fax Notification 000010000070 |18.12,2015 Paul Holden =]
-:| Display Equipment: Equipment List 11.06.2015 Paul Holden [
&) E-mail, fax Notification 000010000021 09.06.2015 John NDWIGA (=]

E-mail, fax Notification 000010000070

Please review and approve tis disposal notification. Please comment on approval or if a further supporting documentation is required in the LONG
TEXT panel within the notification

- Lotus notes mailbox
E Mail-Inbox x

C MNew ™ Reply ™ ReplyToAll ™ Forward ™ [ ~ W " MarkAs
1 | Who Subject
Paul HOLDEN E-meail, fax Notification 0O001 DDM
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14.3 Notification Approval

The Approver should now review the notification and either Approve and comment or give a reason in the
long text area on the notification as to what further action is required. The Approver should then email the
Disposal Planner from within the notification using the same process given above.

& 0 |89 | &8 &partner =] @ T 77 &1 Da Dsstatus Organization...  Contract selection
[= Set User Status x

Notification 10000070 = <plant=Disposal notification template @J "
Notific. Status OSMO 0STS [i]|zeer 2] Status *’:I’th status no. ___B=
Serv.order Sales ord. () 1 ROCR Request Created i
Motification | Location data | Ttems | Tasks | Activiies | Sales (&) 02 RFFR Request Approved L
) 03 WERL WO/ Impairmt Request Prep...
Reference object _ () 04 LESBE LPSB Review
Functional loc. () 05 BAED Await approval decision
Equipment b
Assarmbly Status wjo status no.
Subject ) &
Coding UNWRIOFF| UNO1| Surplus @
Description <plant=Disposal notification template
Da * ) B ) B - - -
pRLOVE — DU e 13p03a ca3e 3hou lncludae € a33cclate Spare -
=
vI)
T

14.4 Approver Comments

i
Select the EI icon and select the radio button 02 APPR Request Approved and/or give comment in the
Long Text (white section) of the notification

5]
Click on the green flag | - to release the notification - ONLY if you have approved it.

14.5 Email the Disposal Planner.
Save the notification

15 Update Notification status and complete tasks

During the retirement/disposal process, different activities will take place (LPSB/HSPB review) During each
phase the SD Disposal Planner has to perform the following activities:

- Release and complete the respective task
- Update Notification status

To Release a task, the SD Disposal Planner has to go to T-Code IW52, enter the notification number, go to
the tasks tab, select the relevant task and click on the green flag icon at the bottom to release each task:
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MNotfication | Location data Items Tasks ] Activiies | Sales

No. |Code gr...|Ta... Task code text Task text T... Status|U... Task processor Responsible List name Planned st... Plan.@

1 UNGENRC 001 Generic Task Aftach Equipment List TSCO User respons.. ¥ O01BESUPUSE (0Q01BPSUPUSR D01BPSU .. 21.12.2015 23:C =

2 UNGENRC 001 Generic Task Send emal to dept approver TSCO User respons. ¥ 00LBPSUPUSR 001BPSUPUSR O01BPSU.. 21.12.2015 23:C ~

3 UNGENRC 001 Generic Task Instruct Logistics to verify eqt TSCO User respons.. ¥ 001BESUFUSRE (Q01BPSUPUSR 001BPSU.. 21.12.2015 23:C

4 UNGENRC 001 Generic Task Transfer Eqt to warehouse TSCO User respons.. ¥ 001BESUPFUSRE (001BPSUPUSR 001BPSU..21.12.2015 23:C

5 TUNGENRC 001 Generic Task Create/enrich case TSCO User respons.. ¥ 001BPSUFUSR 001BPSUPUSR 001BPSU.. 21.12.2015 23:C

6 TUNGENRC 001 Generic Task MNotify Secretary of LPSB TSCO User respons.. ¥ 001BESUPFUSR 001BPSUPUSR 001BPSU..21.12.2015 23:C

7 TUNDISE UNOO Convene Property survey.LPSB Meeting TSCO User respons.. ¥ PHOLDEN Paul Holden 21.12.2015 [23=C

] TNDISE TUNOO Convene Property survey.Attach approved minutes of LPSB TSCO User respons.. ¥ 001BESUFUSR 001BPSUPUSR 001BPSU.. 21.12.2015 23:¢
|:i:9 ]UNGF.NRC 001 Generic Task Attach approval from Designated Official TSDS User respons.. ¥ 001BPSUFUSR 001BPSUPUSR 001BPSU 00:C

10 TUNGENRC 001 Generic Task FA Man.Off. to Derecognise the FA TSDS Person respo.. ¥ a0zt

11 TUNGENRC 001 Generic Task Suhmit to HPSR ’W‘TQDG Person respo. ¥ 00:C

To complete a task, select the task and then select the ]‘ icon. Note for the particular task shown the
DATE that the designated official gave the approval to move ahead with the disposal process has to be
included. As such select the date in the memo/email prior to completing the task.

Mo. |U... Task processor Responsible List name Planned st... Plan...|Planned fi... Plan... Completed By Completio... |Co... Folow
1 User respons.. ¥ 001BESUFUSE O001BPSUPUSR 001BPSU .. 21.12.2015 23:0.. 21.12.2015 23:0.. PHOLDEN 21.12.2015 23:0..
2 User respons.. ¥ 00LBESUFUSE 001BPSUPUSR 001BPSU .. 21.12.2015 23:0.. 21.12.201%5 23:0.. PHOLDEN 21.12.2015 23:0..
3 User respons.. ¥ 001BESUFUSE O001BPSUPUSR 0O01BPSU .. 21.12.2015 23:0..21.12.2015 23:0.. PHOLDEN 21.12.2015 |23:0..
4 User respons.. ¥ 001BESUFUSE 001BPSUPUSR 001BPSU .. 21.12.2015 23:0..21.12.2015 23:0.. PHOLDEN 21.12.2015 23:0..
5 User respons.. ¥ 001BESUPUSE 001BPSUPUSR O01BPSU.. 21.12.2015 23:0.. 21.12.2015 23:0.. FHOLDEN 21.12.2015 23:0..
& User respons.. ¥ 001BESUFUSE 001BPSUPUSR 001BPSU .. 21.12.2015 23:0..21.12.2015 23:0.. PHOLDEN 21.12.2015 23:0..
T User respons.. ¥ PHOLDEN Paul Holden 21.12.2015 23:0..21.12.2015 23:0.. PHOLDEN 21.12.2015 23:0..
] User respons.. ¥ 001BESUFUSE O001BPSUPUSR 001BPSU .. 21.12.2015 23:0.. 21.12.2015 23:0.. PHOLDEN 21.12.2015 23:0..
j User respons.. ¥ 001BEPSUPUSE (001BPSUPLISR O01BPSU .. 00:0.. 00:0.. _MU:U...
10 Person respo.. ¥ 00:0.. 00:0.. 00:0..

Update the notification status to reflect the current approved status.

[ Set User Status x

Status with status no.

|
O LbGJREIi‘A Review Approved
") 07 REWR Review Rejected

08 HPSE HPSB Review

(#2(2

(#) 09 DINP Disposal In Process
10 DPCO Disp/Impairmt Completed

Status w/o status no.

| S S SEE S
KRR MR

P[]

1

Note : Statuses cannot be “jumped” as such it may be necessary to “cycle” through the statuses when
transitioning a Notification from the legacy system, and saving Notification between each cycle. Only
exception to this will be DINP Disposal In Process that will not be applicable for cases when there is no
disposal (e.g. theft, lost and so on)

Upload relevant files on to the notification
In order to upload files to the notification, use the following steps:

Click on the icon at the top left (left of the word “Change”):
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= Service notification Edit Goto Extras Envionment System Help

] l«H eae a 0 %

& F1 P & 7 &) B Bastatus | Organization... Contract selection
13

2
%

Notification 10000703 i
Notific. Status NOPR NOPT SOAS

Serv.order sales ord. [ 108
4 Notification | Location data | Items . Tasks | Activities | Sales

Reference object
Functional loc. E
Equipment

Assembly

Subject
Coding

Description Test - Sale from a Downpayment - Grant

Action box
. D Send eMai

Click on the small arrow at the right of the icon and select “Records Management Plant Maintenance”

= Service notification Edit Goto Extras Environment  System  Help

(] fl«H ea@ 2 DR o
e Service Notification: WO/ Disp/Impairmt Req

Records Management Plant Maintanence

R Status Organization...  Contract selection

Create... 3
Notf At t b Downpayment - Grant} 2
NBtf Linked Service Requests @ 2|
Ii Private note
_dl send b | Activities | Sales
Relationships
Re Workflow 3 _—
Fu My Objects » 5l
Eq Help for object services S8
Assembly
Subject
Coding

[ gMsystem Edt Goto System Help

@ l«H eae TR o=

[

Records Browser - Record "000010000703" Display

Action box
« [ send emai

(5] .| EllAttrbutes ][ Record )| (% J[E] | [ ][[E] (%) ®]a) [R)E& [E]
| e || | 00001 0000703  version 1 4
Short description 000010000703
Unique Indicator 000010000703
Language EN Englsh a
Creation Time 10.12.2015 18:37:32 -
Hierarchy Element Type Visibiity Last Processed Nod...
+ ¥ 000010000703 FDOBRUSKY [ 10.12.20...
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Click on the Display/Change icon, .

[E RMSystem Edt Goto System Help

o el eee 1B es

4

Records Browser - Record "000010000703" Display

1 .| Ellattrbutes | Record ] (8 (B8] (2[00 e ) (B[ ED ] (£ (B[4 ()]

D=play / Change  510000703] verson 1] =
Short: description 000010000703
Unique Indicator 000010000703
Language EN Englsh -
Creation Time 10.12.2015 18:37:32 -
Hierarchy Element Type Visibiity Last Processed Nod...
- ¥4 000010000703 FDOBRUSKY [ 10.12.20...

You will see the possible folders, select the relevant one.

[E gMsystem Edt Goto System Help -
] v] « ece S8 e
Records Browser - Record "000010000703" Edit

(5] bt ) mecord Chana®neE e =@ (x]

|| 2 como00010000703]verson 1| =
Short description 000010000702
Unique Indicator &7 000010000703
Language EN English -
Creation Time 10.12.2015 18:37:32 -
Hierarchy Element Type Visibility Last Processed Nod...
~ 7 nooo10000703 FDOBRUSKY / 10.12.20... ]
+ @ Service Notification Services Notification Al Roles 8
» [ Salac & Sarvice Ordar Docyments Al Roles 1
> Write Off & Disposal Approvals | Al Roles 3
All Roles 6
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To add a document after selecting the folder select “—.

A pop-up window will appear.

[E Choose Activity

‘Which activity do you want to execute ?

r A
'-CT) Create |
(Find

vl

Select “create” to add a document.

% Application .

Click on and select “from file”

[ puSystem Edt  Goto  System  Hep
L] R ece S8 o=
Document Client: Create Document

(b ) 2 ) R £ =) e e

||| # com|000010000703]verson 1| | ——
Shart descrption 000010000703
unique Indicator £ 000010000703 =
Language ] Englsh i
o o
Higrarchy Element Tyoe Vibity Last Processed
~ ¥ 000010000703 FOOBRUSKY 1012
* @ Sarvice Notfication ‘Servicas Hotfication Al Roles:
+ [ Sales & Service Order Dacuments Al Rokes
* B2 Wrkte Off & Deposal Approvaks Al Rokes
+ © Wike Off & Dsposal Approvas Service Notfications Al Roles.
+ (53 ntemal Supportng Dacuments Al Roles.

Look for the relevant file in your folders and select:

[E RMSystem Edt Goto System Help

Managemert — - HE @8

|| Cheat sheet PMO3 FD v2.ppt 12/8/2015 5:35 AM -
Impairment of Assets_Process Resuits_2... 12/8/20159:36 AM Office Op 5 |
Job-Aid_Service Order Approval Draft V03 11/30/2015 3:11... Office Op D))
Job-Aid_WriteOFf_Draft V01 12/10/2015 12:2... Office Op
PM_Scenario Master List - C3-C40Ct30_V... 12/B/20159:36 AM  XLS File
| Reference natificaton 12/8/2015 11:28... Text Docum
| SDPMECLAC A3V2 .pptx 12/8/20159:34 AM  PPTX File
TL Services_Delivery_Property_Managemen... 12/8/2015 11:23... Adobe Acro
0 Englsh
Flename:  |Board Minutes Qpen €
PRSI A e () v Come ] FI::B:LTSCKHm
T RySERAce Notesten  TSEnices Nothcaton AT Roles
» [ Sales & Service Order Documents All Roles
* [ Write Off & Disposal Approvals Al Roles
+ @ write Off & Disposal Approvals Service Notifications All Roles
* [ Internal Supporting Documents | Al Roles

Complete the “short description” and “Unique ID” on the attributes screen:
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=

S Swimpta = I -1 Board minutes
—— 2L 0.12.2015 board mnuted
pun i — -
besisiod FOOBRUSKY: Fomands Dotk i Created By FDOBRUSKY Femando Dobrusky
M - F Trne of Change
W Last changed by ] st changed by
4 Vverson 1 Version 1
[—L Expry Date m Exprry Date
Keyword (1) B Keyword (1) B
Keyword (2) 55 Keyword (2) BB
Language e Engish Lnguage BN Englsh
. Current Verson Only + | current Verson Ony
jief D of Oghal Documant el I of Orgnal Document
~{  Version of Orignal Document +{ Verson of Orgnal Document
Check-Out Path on Desitop (1) Check-Out Path on Desktop (1)
Author (n MS Document) Author (in MS Document)
As Copy of As Copy of
Document Template Document Template
Model that Was Used to Create Document Model that Was Used to Create Document
Attrbute vakies Last Changed Attrbute Vaies Last Changed
Attrbute Vakies Last Changed by Attrbute Vakies Last Changed by
User Who Checked Out the Document User Who Checked Out the Document
Do Not Archive Document Ho ] = Ho Ll
Fie Plan Postion (1) =9 Fle Plan Postion (1) B
Fie Plan Postion (2) BE Fla Pin Postion (2) BB
SAM_DOC_PDF_FORM SCDOC PO FONM, -
Storage Identiication
Storage Ientfication 2
Stocane | ncation (1) =Y
Starane | ncation (1) -8 19 » T
“» «»
L 4 e
PSR pEsE

The file will be uploaded and it will be displayed for your revision.

(= [ gusystem | Edt

[ Ext  Shift+F3

Goto  System  Hep

- ece

«

SR e

Document Client: Create Document

Jacbutes ][ record o] (8 (I8 | ()D& B (B)[a) > [Z]E

|| 2 ©0o000010000703 versin 1 4
Short description 000010000703
Unique Indicator g 000010000703 -
Language EN Englsh -
4« “«»
Hierarchy Element Type Visbility Last Processed
~ ¥J 000010000703 FDOBRUSKY / 10.12.
+ @ Service Notification Services Notification All Roles
» [29 sales & Service Order Documents All Roles
~ B Write Off & Disposal Approvals Al Roles
- @ write Off & Disposal Approvals Service Notifications Al Roles
» [ Internal Supporting Documents All Roles
0 ‘

»
Document created [SAR

Click on “Save”

Click on “Back” at the top until you are back in the notification screen, save the notification and exit.

Note: When uploading documents relevant to the Fixed Asset retirement, make sure to include Designated
Official’s Approval, containing clear date of approval, and uniquely identifying reference to Equipment/Asset
items being retired (e.g., Equipment/Asset Number and Name), and any other relevant and significant data.
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16 Asset Accountant performs accounting disposal of fixed asset record

[Note: for the detailed job-aid related to retirement of fixed assets please refer to iSeek Umoja fixed asset
accounting job aid 4.1 and 4.2].

In regards to the service notification: For the cases where the equipment record is a fixed asset when the
notification is in status REWA (Review approved), the asset accountant needs to retire the fixed asset
associated with the equipment (as mentioned earlier the task for the designated authority should be
completed with the memo/email date, that should also be attached to the notification)

You need to inform the Asset Accounting User of the notification number, the asset and the equipment
(number and name), and retirement method (Destruction, Sale, Donation, Not-Found).

This can be undertaken by sending an email from the notification (although the Asset Accounting User can pick
this up by running a notification report).

Once the Asset Accounting User has reviewed the notification, the attachments, the equipment master status,
the asset records, and the status of the tasks, the Asset Accounting Senior User is notified to retire the asset.

It is the Asset Accounting Senior User who should complete the task “FA Man.Off. to De-recognise the FA”
within the notification task list.

17 Operational disposal

“Disp/Impairment Completed” when the equipment “truly” reflects this status, i.e. when the equipment leaves
the entity.

When disposal certificate is obtained and uploaded to the notification, or when it is not required, the SD
disposal planner only sets the notification to:

[E Set User Status x

Status with status no.

) 06 REWAR Rewiew Approved

() 07 REWR Review Rejected

() 08 HPSE HPSB Review

") 09 DINF Disposal In Process

E:i:] 10 DECC Disp/Impairmt Completed

(#20c3]
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18 Complete Notification (after all tasks are completed)
When all the tasks are completed (all the chequered flags have been clicked), the Notification can be
closed.

For that the SD disposal planner only needs to click on the chequered flag at the top of the notification:

=4 Service notffication Edt Goto Extras Enwi
o ] « eace
@ .| Change Service Notification: |
a[F e sowe 258008
Nutfnt»cEPLm--u(-s-[‘it-:ﬂl Te:‘. - Sale from
Notific. Status NOPR NOPT SOAS

1

Refaranca nhiact

You will get a screen with date and time; and you can leave the default or change:

~| Reference date

Reference trme

r Tial

And you will get a note that the notification is complete:

g

I@ Notification 10000703 completed I ¥V 03E() 1107 unspdle INS

19 Deactivate equipment records
SD.10 or SD.11 with transaction IEO2 select the relevant equipment record

In the status, select the final status depending on the disposal method:

| Status with status no. |

1 7 ERSL Sale Disposal Method

() &8 EQCB Cannibalization Disposal Met..
() 9 EQDE Destruction Disposal Method
(& 10 EQDN Donation Disposal Method |
) 11 EQTI Trade-In Disposal Method

) 12 EQNR Disposal Mot Required

(&[]
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In the description, enter the text “DISPOSAL COMPLETE”

DINP Disposal Not Required to be selected when there is no disposal required (e.g. theft or lost).

And then, select from the menu:

Equipment > Functions > Active <-> Inactive > Deactivate

gam Goto Extras  Structure Envionment System  Help
L

«H eae HE €
ment : General Data

¥ Measuring points/counters

Eq_ List editing d Category M UN Owned Serlzed

D¢ Save Ctr+S . IT & Electronic - DISPOSED) (L lddgz e O |

st Functions » Active <-> Inactive ‘E
Vi Exit Shift+F3 Deletion flag » 2.9933 |

4 General | Location | Organization Structure ‘Warranty SerData | P.

General data
Class

You might get a warning, if you do accept it.

[E Status management: Set object inactive

Do you want to carry out

transaction despite warning?

Status information |

$

Then save, and that’s it.

20 Multiple equipment deactivations
Use transaction code IE05.

Enter the equipment from the notification in the “equipment selection criteria”.

Check that ALL the equipment to be deactivated appears on the screen.

Select “all” ( == ), then deactivate

& it Edit | Goto | Structure Environment Settings  System  Help

Q Details Ctrl+Shift+F1 a o ﬂﬁ |:_| E @ @
Long Text Shift+F6
Change Ei  Telephone List
[P — Print Barcode -
=== Functions » Active <-> Inactive 3 Deactivate
Material Create Notification » Deletion Flag 4 Activate
Creste Order 10000003  EVS BROADCAST VIDEQ SERVER
Back i 10000004 CISCO WS5-C4503-E, W5-X4548-GB-R145
== Bac

10000005 CISCO WS-C4503-E, W5-X4548-GB-R145
10000006  EVS IP DIRECTOR WORKSTATION
10000007  HP DL580 COMPUTER SERVER G7
10000008  HP DL580 COMPUTER SERVER G7
10000009  CISCO WS-C4503, WS-X45-5UP7-E
10000010  TRANSCEIVER SATELLITE RFT-500-40
10000011 CISCO WS-C4503-CAT4500

10000012  BLUE COAT PACKETSHAPER PS3500

TechlD
KRT 031
KRT 021
KRT 021
KRT 031
KRT 032
KRT 032
KRT 033
LBB-A-1¢
KRT 030
KRT 031
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21 ProcessVariations

In the case of Sale or Donation a similar process is performed to the above, the difference is that for
Sale or Donation the Sales Order will be initiated as follows:

e For Sale, Asset Accounting User and Asset Accounting Senior User will wait for Revenue to be
known and recorded in Sales Order, before proceeding with Retirement. Therefore, the
related task will stay open, until Revenue is known and Fixed Asset Retirement completed. This
will result in Asset Retirement with Revenue.

e For Donation, the Sales Order is initiated, but with zero value. Asset Accounting User and Asset
Accounting Senior User will proceed, immediately after relevant approval, with Asset
Retirement without Revenue.

e For Sale through UNDP, there will be NO Sales Order. Instead, UN Customer (Business Partner)
Number of corresponding UNDP Office has to be entered in the Sales area of the Notification,
in the 'Sold-To Party' field. Asset Accounting Senior User will then record reference to the UJ
Document from the SCA file in the Description, along with identified revenue, and will proceed
to retire the Asset using these values.

Note that, Cannibalization and Sale of equipment parts is treated as Destruction from the Asset
Accounting point of view — therefore, this will result in Asset Retirement without Revenue (complete
write-off, no gain). Cannibalization of Equipment Item, and sale of resulting parts is not recorded in
relation to the Asset.

For more information and a better understanding of the end-to-end process, kindly refer to Fixed
Assets Management Job Aid: 4-1 Retirement of Asset and to Financial Accounting Job Aid: UNDP
Advance and Reconciliation.
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Appendix A — Notification Templates and Status Sequence

Table 1: Write-off — Standard Template Task List

Task no.

Description

1 Attach list of equipment (SD.09) | Create notification and attach list of equipment for write-
off and disposal (SD.09)
2 Email to Notification Approver Once the notification is complete (list of equipment
(SD.02) attached and the case drafted ) an email should be sent
to the Notification Approver (SD.02) to approve and
release
3 Approval of Disposal (SD.02) The Notification Approver (SD.02) approves and release
the notification
4 Submit to Service Provider (SP) | Submit to Service Provider w/ WO number acting as
w/ WO# reference
5 Confirmation of Receipt (Email) | Department will receive a confirmation email Service
Provider has received items
6 Change of Authorization Group | SD.11 of department and Service Provider will initiate
(Dept./SP) transfer of Authorization Groups
7 Evaluation of contents in A. Contents to be repurposed:
Notification Service Provider will verify that all steps are completed
and proceed to close the natification
B. Partial contents to be written off:
Service Provider will update the list and proceed to task
No. 8
C. No variation of contents:
Service Provider will proceed to task No. 8
8 Prepare and submit case to Department/Service Provider will prepare and submit
HPSB (Dept./SP) case to HPSB for approval
9 Approval from HPSB & HPSB/Controller approves case to proceed
Controller (Dept./SP)
10 If Asset: FA.15- write off asset Fixed Asset Management Officer (FA.15) will
derecognise asset
11 Update of equipment record Department/Service Provider will update the status of
(Dept./SD.09) the equipment record in Umoja
12 Disposal of equipment (SP) Proceed with disposal
13 Deactivation of equipment SD.11 will post any supporting documents as proof of
(SD.11) disposal and will deactivate equipment record in Umoja
14 Close notification (SD.09) SD.09 will verify all steps are completed and proceed to

close notification
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Table 2: Plant Specific Templates

Default

Number Type Plant Template Description Catalogue Status

ATOO Disposal notification

10000369 | PW ATOO template***** UNWRTOFF Surplus
CHOO Disposal notification

10000387 | PW CHOO template***** UNWRTOFF Surplus
CHOO Disposal notification

10000388 | PW CHOO template***** UNWRTOFF Surplus
CH31 Disposal notification

10000390 | PW CH31 template***** UNWRTOFF Surplus
NL30 Disposal notification

10000391 | PW NL30 template***** UNWRTOFF Surplus
DE30 Disposal notification

10000392 | PW DE30 template***** UNWRTOFF Surplus

10000456 | PW usoo USO0O0 Disposal notification template*** | UNWRTOFF Surplus

LB30 Disposal notification
10000457 | PW LB30 template***** UNWRTOFF Surplus

Note: The above list of Cluster 3 and Cluster 4 Templates is not complete, other entities should follow
the Standard Template Task List.
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Table 3: Status Sequence of a Write-Off Notification

Notification Status Description

01 RQCR Request Created Initial Status upon natification creation (Roles SD01/SD09)

02 APPR Request Approved Upon Natification completion the Notification approver sets status to
APPR or communicates with Disposal Planner as to further
requirements (Role SD02)

03 WRRQ WO/Impairment Retirement/disposal case enrichment by the Disposal Planner

Request Pre (role SD0O9)

04 LPSB LPSB Review Disposal Planner submits case to LPSB for review (if necessary)
(role SDQ9)

05 AAPD Await approval decision Either the LPSB has taken place or the case has been sent Directly
to Designated Official and a decision is pending (role SD09)

06 REWA Review Approved Designated Authority approves. The Disposal planner will
attach approval email and also status the task with the EXACT
date. (role SD09)

07 REWR Review Rejected Designated Authority rejects. The Disposal planner will attach
rejection email and status the notification accordingly. Action needs to
be taken by the Disposal Planner in accordance with a
recommendation from the Designated Authority or close the case.

08 HPSB HPSB Review If necessary. Case value dependent

09 DINP Disposal In Process When the retirement /disposal process is underway the Disposal
Planner should index the status to DINP. (role SD09)

10 DPCO Disp/Impairment Upon completion of the notification (equipment removed from site)
Completed the disposal planner should complete the notification (role SD09)
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Appendix B — Special Cases

Equipment Created in Error

Equipment records that were created in error in the main refers to records manually created by a
user (SD10 Role) erroneously, or as part of a conversion process, and the equipment records do not
correspond to the “equipment tracking” profile determined by PMU.

As such these records need to be removed from the system, but in a manner that enables an
explanation to be logged for audit purposes.

As such a write-off notification is used but is statused as such to allow effective reporting and
governance.

To create a write — off notification for equipment records created in error the follow steps should be
undertaken.

Note: For details of the transaction codes, screen sequences etc., please refer to the sections earlier in
this document.

1. Create a write off notification
2. Within the notification “subject” select the following:

[ Catalog Selection

+ [ UNDISE Dispose
»+ [ UNGENRT Generator
» [ UNHVAC ~ UN HVAC MAINTENANCE
» CIUNICT  IT Communications
» COwwERY  Physical Verification
» [ UNVEHCLE Vehicles
v E‘Wr'rte Off/Impairment Process Codes
« b UmO1 Surplus
« b UmO2 Obsolescence
- UNO3 Darmage
- b UNO4 Accident
- b UNOS Faulty
- ) UNOG Hostile Action
- b UNOT Matural Disaster
« b UNOE Normzl wear and tear
+ b UNO3 Impairment
« b UN1O Lost
« b UN11 Scheduled Replacement
« b UN12 Surplus
< P UN1Z  Theft
« b UN1s Inventory Discrepancy
« » UN1S Lost in Transit
+ P mNl6 Uneconomical to recover
« b Um17 Gift
« b Umla Equipment record created in error |

3. Upload the spreadsheet and any email documentation referencing the items created in error to
the notification and save the notification.

4. Mass change the concerned equipment records (see mass change job aid) indicating the
notification number in the inventory field on the equipment and the user status as an
administrative error.
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i@ |.| Change Status

E|

—_——
Equipment 10028196 category [ UN Owned Serlzed
Description [test |

. Status k Business processes \

| System status | Status with status no. |
Stat Iext No Stat Text
[¥| AVLE Availble \E\ () @ EQDE Destruction Disposal Method
[£2/ | © 10 £qow Donation Disposal Method

(0 11 EQTT Trade-In Disposal Method
() 12 EQNR Disposal Not Required
() 13 ADER Administrative Error |

| Status wjo status no.

)
5
Active Status
[¥)changeDocuments Status Profile 'UNOWNEQU| UN Owned Equipment

5. Mark the equipment as deactivated and deleted.
6. Request that the notification is approved base on it being an administration error
7. Once the notification is approved closed the notification with user status DPCO

[S Set User Status

| Status with status no. |

() 0f REWL Review Approved
) 07 REWR i i

: Review Rejected
() 08 HESB HPSB Review

|z I\'u

0% DINF Disposal In Process

() 10 DECO Disp/Impairmt Eumpleted|

8. To report on notification with “Equipment created in error” use the standard SAP report by transaction
code IW59.
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